
Accessing HR Content on the NIH Portal 
April 2005 

 

NIH Portal 
The Office of Human Resources (OHR) is committed to using the NIH Portal as the NIH-
Intranet and is moving to provide access to Human Resources (HR) systems and HR 
content of relevance to NIH employees on the NIH Portal.  HR content of interest to the 
general public or job-seekers will also be available on the NIH Jobs website. 
 
Access to HR systems is provided through “portlets” or “gadgets” that are available on 
individual user’s My Page or through the HR Community.  Access to human resources 
documents and information are available in the Document Directory, which users can 
browse to, or find through utilizing the NIH Portal’s search functionality. 
 
This document explains how to navigate the NIH Portal and how to most effectively find 
the human resources content available on the NIH Portal. 
 
 
How to log into the Portal: 
 

1. From the portal login https://my.nih.gov 
2. Enter your NT User Name 
3. Enter your NT Password and click on the Log in button 
4. Your NIH Portal My Page displays. 

 
 
 
 
 
 
 
 
 
 

https://my.nih.gov/


How to navigate the NIH Portal 
The key to navigating around in the NIH Portal are the tabs at the top of the page: 

 My Pages 
 My Communities 
 Directory 

 
Also note the Document Search box at the top right of the page.  These are the keys to 
finding information and accessing systems/databases.  
 

My Page 
When you log onto the NIH Portal you will automatically be taken to your My Page.  
Initially this page is populated with some standard portlets, but you may configure your 
My Page any way you wish.  You can remove and add portlets and arrange them 
according to your work needs. 
 
How to add Human Resources portlets to the My 
Page 

1. Click My Pages and select Add Portlets 
2. Click on the Human Resources folder 
3. Scroll through and select gadgets of interest, 

click on Add to My Page 
4. Next select Finish to be taken back to your 

My Page 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Human Resources Community 
Although NIH employees can add HR portlets or gadgets to their My Page, the Human 
Resources Community serves to hold all of the HR and HR-related portlets that NIH 
employees might need to access.   
 
How to access the Human Resources Community 

1. Click on the My Communities tab to pull up a list of 
pages 

2. Click on the Human Resources link 
3. You will see the first page of the Human Resources 

community, to view the other three pages, click on the 
HR Professionals, the HR Info for Managers, or the 
HR Calendar link. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



Document Directory 
 
How to search the Document Directory  

1. To search the Document Directory type a 
keyword or search term in the box and click the arrow. 

2. A list of folders, documents, gadgets, tasks, calendar items and communities that 
meet the search criteria will be displayed. 

 
 
 
How to browse the Directory 
The document directory contains information and documents  
 

1. Click in the Directory tab  
2. Select Browse Documents 
 

 
 
 
 
 

3. Choose the Human Resources (HR) link under the Administration folder. 
4. The sub-folders for Human Resources are displayed 
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